
Learn how to create and manage events within the Customer Relationship Management Application.





To begin, select the ‘Event’ tab, then select the ‘Add New’ button to create a new Event.



The ‘Event’ window will then appear. First, add the subject or name of the 
event in the field shown.



Then add the location of the event, along with the current status of and 
purpose of the event. If none of the options for ‘Status’ or ‘Purpose’ fit your 
needs, you are able to edit and add these values through the ‘Admin’ tab 
under maintenance. 



After selecting the status and purpose, you may select the Start and End 
dates of the event which will appear on your main calendar.



Next, if necessary, you may add a description for the event.



To invite any contacts to the event, click the ‘Invite’ button.



To notify your contacts about the specific event you are creating, select 
the contact, click add, then ‘OK’ to initiate an eMail that the contact will 

receive about the event.



If you would like to make a specific event recurring on a weekly or monthly 
basis, you are able to do so by selecting the ‘Recurrence’ button at the top of 
the window.



After selecting the ‘Recurrence’ button, you are then able to choose how 
often an event will reappear. Once you are finished, click the ‘OK’ button 
to return to the main screen.



Once you have completed adding in the information for your event, be sure to 
click ‘Save and Close’ to save the ‘Event’.



Your new ‘Event’ will then appear in your main calendar.



Your new ‘Event’ will also appear in your ‘Event’ list. To add or edit any 
information to an existing event, you may select the ‘Event’  and click 

the ‘View Details’ button to continue.



You are also able to assign tasks to employees and add specific notes to a 
particular event.
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